2. Sound understanding of publishing processes, specifically copyright and associated issues, including proficiency in CD/DVD archiving.
3. Sound administrative and communication skills, including the capacity to draft and edit reports and correspondence to a high standard.
4. Ability to demonstrate independent judgement in respect of documented work practises, procedures, guidelines and instructions in the workplace. Ability to use independent judgement to resolve workplace issues.
5.
Well developed people management skills, including the capacity to work in small teams and liaise with Library staff, external clients and contractors to achieve objectives, including the ability to prioritise and monitor workloads, and manage available resources.
6. Knowledge of, and demonstrated commitment to, the principles and practices of Workplace Diversity, Risk Management, Industrial Democracy and Occupational Health.
7. Tertiary qualifications in a related field would be highly regarded.
Division Head Approval __________________________
Date ___________________
